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Introduction 

The following is a story board of a tutorial depicting the steps and screen 
selections required to perform various functions using the Office 365 Word On-
Line application. 
 
What is covered in ‘Word On-Line Overview’ tutorial is a high level review of: 
• General Overview 
• Opening an existing document from OneDrive 
• Opening a new document from OneDrive 
• General Tab reviews 
• Saving Documents 
• Exiting Word On-line 
 
As the tutorials are designed to be reviewed in a reasonable amount of time each 
one covers specific activities. Other commonly used capabilities will be the 
subjects of other tutorials. 
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Overview 
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Word Online Notes 

• There are differences 
– Word Online has less features that desktop 

 

• Two modes of operation 
– Edit Existing Documents 

• OneDrive 
• Attachment in OWA 2013 

– Create New Documents (from OneDrive) 
 

• Data Storage Options 
– OneDrive 
– Desktop (File / PDF) 
– OWA Attachments (Data Store) 
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Note: Office 2003 is due to be removed on 7/1/15 and  
Work desktop will no longer be an option 



Editing an Existing Document 
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Opening from One Drive 
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Word Online – Selecting an existing Document from OneDrive 
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Staff clicks on document to 
cause OneDrive to trigger 

Word Online 
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Document Preview Mode 
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Word Online – Document Preview Mode 
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Whenever an existing 
document is accessed, 
it always is launched in 

‘preview’ mode 
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Word Online – Select edit mode (online/desktop) 
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Select ‘EDIT DOCUMENT’  
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‘Edit in Word 
Online’ to use 
the Office 365 
online version 

‘Edit in Word’ - 
To use a desktop 

version (if 
available) to edit 

the document 



Word Online – In Word Online edit mode 
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The HOME Tab is 
the default 

location where 
Word Online will 

open.   
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It contains the basic editing 
commands needed to compose 
documents 
 



For Additional Word On-line information 
 

Go to 
 

Main Screen 
General Items 

 
in this presentation 
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Creating  
New Document from 

OneDrive 
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Word Online – One Drive action selection function 
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Select ’+ new’,  
 

and  
 

OneDrive will 
display a menu of 

items to select 
from 
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Word Online – Launch create Word document 
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Select “Word 
document” from the 
menu of choices to 
start the document 

creation process 
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Word Online - Start-up screen 
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Word Online - Overview – Main Screen – Naming the File 
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By Clicking on the name of the file i.e. 
‘Document2’,  

the staff person can change the name.   
 
 
 

As soon as they do the file name will change 
on the OneDrive display. 
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Word Online - Overview – Main Screen – Open in WORD 
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Selecting ‘OPEN IN WORD’ 

 
Causes a desktop version  

 
(if there is one installed)  

 
to open with the file data. 
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Main Screen – Tab Review 
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Word Online - Overview – Main Screen - General Items  
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Home 
Tab 

Insert 
Tab 

The name of the 
file can be 

changed by 
selecting this 

field and typing 
in the new name Page 

Layout 
Tab 

Review 
Tab 

View Tab 
Choosing this option 
will open a copy of 
desktop Word (if 
available), to edit 

the document 
 

File Tab 

These tabs open up ‘ribbons’ of functionality in the 
application by category. This is where a great deal of 

confusion occurs between Word 2003 and new versions 
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Word Online - Main Screen – HOME Tab 
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The HOME Tab is the 
default location where 
Word Online will open.   

 

It contains the basic editing 
commands needed to compose 
documents 
 



Word Online - Main Screen – INSERT Tab 
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The 
‘INSERT

’ Tab 
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Allows staff to insert things into 
document such as  

 
headers & footers 

And 
 

Tables 
 



Word Online - Main Screen – PAGE LAYOUT Tab 

23 

The ‘PAGE 
LAYOUT’ Tab 
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Allows staff to make 
adjustments to how 

the page is viewed and 
printed 

 



Word Online - Main Screen – REVIEW Tab 
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The 
‘REVIEW’ 

Tab 
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Allows staff to 
access items such 
as spell checking 

and adding 
comments 

 



Word Online - Main Screen – VIEW Tab 
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The ‘VIEW’ 
Tab  

 
Allows for 
different 
views of 
how the 

document 
will appear 
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FILE Tab - Review 
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Word On-Line - Main Screen – FILE Tab Selection 
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FILE Tab 
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Selecting this will 
bring up a menu for 
various file choices 



Word On-Line - Main Screen – FILE Tab 
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Once opened the FILE 
Tab has a number of 

options 
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Word On-Line – Main Screen – File Tab – Info Choice 
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Info Choice 
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Directs staff to use the full 
functionality of  
Word desktop 

 
 

Note: Office 2003 is due to be 
removed on 7/1/15 and Work 
desktop will no longer be an 

option 



Word On-Line – File Tab – New Choice 
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New 
Choice 
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Allows for the creation 
of a document with a 
blank template or using 
a provided style sheet 



Word On-Line – File Tab – Open Choice 
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Open 
Choice 
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Enables staff to open a 
document which was previously 

opened.  Word Online will 
display the last 10 files that were 

opened to choose from 



Word On-Line – File Tab – Save As Choice 
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Save As 
Choice 
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This choice will allow staff to save a 
copy of the file either to the 

desktop via  
 

Download a copy 
 

or 
 

Download as a PDF 

Note:  
There is no such thing as saving a copy of the file with a 
different name on OneDrive using Word Online. 



Word On-Line – File Tab – Print Choice 
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Print 
Choice 
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Word On-Line – File Tab – Share Choice 
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Share 
Choice 
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This choice controls how staff 
would like to share this 

document.   
 

They can either share or 
embed it in a blog or web site 

 



Word On-Line – File Tab – Help Choice 
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Help Choice 
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Enables the staff to 
search for help or 
provide feedback 



Close WORD Online 
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Word Online - Overview  – Close Word Online 
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This will close Word Online and 
return to OWA 
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Office 365 
Word Online 

Overview END 
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